
1* This Staff has reviewed the organisation* functions , and 
staffing of tho Machine ueeords /ivicion, Office of the Comptroller 
and proposes a reorganisation which will ore ate a Planning Staff 
as shown in Tab A. This will taring together in one group planning 
parseaaal formerly scattered throughout ths operating branches and 
provide mors effective utilisation of their planning skills. They 
will conduct studies of Agency machine accounting and reporting 
procedures tad recommend improvements thereto* sill assist and ad- 
vise Agency eoagsonents on specific machine tabulating projects* 
will continually examine and review the fora and content of machine 
reports and make recosaend atlons for the discontinuance * addition* 
revision and/cr consolidation of reports to meet the current no*.ds 
of tho Agency. 

2. A chart of the organisation of the Machine Records Tivision 
is attached as fab A and statements of functions are attached as 
Tab B. 

1, The Assistant I ireotor for Personnel has taken classifica- 
tion action and his concurrence is shown in Tab C. The Office of 
tho Comptroller has also concurred as indicated in Tab c* The 
Chief* Budget Division statse that funds are available in the 
budget to cover the promotions involved (Tab 1). 

U. Ho increase in ceiling is involved in this proposal and 
these are no changas in funetiona affecting components outside the 
Office of the Comptroller. 

5, four approval is recommended. 


25X1 A9a 

Assistant Management Officer 
BD/s Ares 
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ATTACHMENTS t 

Tab A - Organisation Chart 
Tab B - Function* 

Tab C - Concurrence of Ooap. fl * Ai:/f 
Tab T - Concurrence of fudget I iv, 

APFHOV ii> - This request is authorised within the authority and 
responsibilities of the Chief, Management Staff . 


T'atoi 


i.:c 


3 1 . 8 


25X1 A9a 



Chief, Management Staff 


: ISTRIBUTIONi 

Orig. *t 1 - Office of Personnel 
2 - C ©aptroller i/ 
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i u or Funcnoie 
moMM B&C04U& hvn& i & 


\ fniti.ie® develop*. Install* and maintain* *«« procedures end *®° hni€ * ua * 

and operation of fiscal and finance recounting 

f “1,^4 1 ?!!? 1 *ha Office of tha tofaptrollerj Stock Control and financial 
A« tivitiaa of the «rnw ox wa "^“7* ' statistical Fe~ 

A.coountine of Stack Activities of the ogiati w cf fieej ~ f1 - 

reraonnel /ccoontlrf A at It! tie* of th* Personnel Offieej and 

ftr a^ariety of reporting and operating activities #a wnir«d *? ot. *r 
a laments of tha Agency. 

, .nalraae . and evaluates eri rting and proposed account inf and 

»■ rsa ess. « 

of proposed program to tAH sathoda. 

b. f atahliehas and maintains, naans of EA^ a Tl < j f ^^tgtic» l* 

meet A f ene:/ r®<?air«®aattt for all tyn«* of accounting, and statistics 

operating reports and documents. 

Am km «t«d ealatain* nonet* iy and ruantity controls to insure tee 
5 - ™ 5 Tvpartlne 
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frTATtJfclff Of fUMCTlO* 
KACHlHfi UJMhXCM 

py mim him 


1* Conducts studies, either separate iy or in eon junction with Management 
Staff or Tsafcatsal Accounting Stsff, to analyte and improve Agency re- 
porting and operating procedure*. 

t. Advises slsmsut* of the Agency requiring aaohina tabulating services. 
Initiates, prepares and dLaawdnatos inatructiona and uniform procedures 
far the orgasisetioa nod operation of machine records activities to meet 
the reqt&remente of thorn e laments. 

J, txoMlnae and review* the form, content and procedures of machine report- 
ing systsw Continuously and makes racowssr.dations based on studio* and 
investigations for the diseoaiinuimca , addition and revision of reports 
to Mot tho current needs of the Agency. 

It. Confers and maintains lisicon with Staff officers of other Division* and 
Srsatihs* semssraing Accounting and Deporting Procedure® end *-k v service® 
performed by the Division. 

5. Acts as special technical advisor to tfea Chief of the 'Ivision. 

6. Designs necessary fonts, devises codes, and develops fsnaral procedures . 

7. Analyses Agency regulations for policy determination* which way effect 
enrrsnt methods of mechanical operations and types of Information fur- 
adjftsnt to any element serviced by the flviaioni or which indicate that 
new pr o c e dur es which will be required t© effect policy decisions which 
*«wta he mere eseaemically accomplished by mechanical method* in lieu 
of annual p roced ures. 
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fcTAT.mW OF FtfSCTIOSB 

MACHWjt- SCW hlVESlGM 
C*kD MUCH B2UHGH 


1. Traneerlbee and kmUm verifies data from a variety of coded ane un- 
coded scores documents late punched card fern through the us* of the 0 ?U 
T ?n eerd punch end 056 IBW verifying machines . 

2, Analyses aad examines widely diversified documents to determine! ending 
errors} legibility} elaaeificttionj trsnscrlptlva informatics} slpha- 

be ileal abbreviations} sad the combining and splitting of rare. 
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»TA7j«fc«r or ruiKTioiB 

MAC HIH& nHCOM-S MVISIOS 
ACGOUHtlitt EHAHCH 


1 • Initiates, prepare* and die tribute* financial report* foveri ag the ac- 
quisition, distribution, cxpsnditure#, obligations, disbursements, cel* 
Lections, each advances, transfers and deposits of unvouchored funds 
for tbs finance I'lvislcn, office of Comptroller. 

2. FetdsUahes and maintains, bp means of punched sard files, control data 
for the fcriSBe central Ledger account#) and is responsible for the cor- 
rect detail classification of funds by account, allotment, ate. and tin; 
over-all accuracy of both interia report# and other reports and statements 
in final fbr* prepared bp the branch. 

A Crises the Finance 11 vision in the establiehsent of process lag schedules 
and job priorities to sect reporting deadlines. 

h. falnteins liaison with various Branch beads and other officials of the 
Fiance# ti vision on natters pertaining to reporting requirements and 
changes, procedural revisions, source document discrepancies , cedes etc. 

$, feveieps and prepares detail machine operating procedure* for b*v pro- 
jects) sake# necesea *y change? and inpjwcaint* to existing procedures. 

6. Installs adequate tests and controls to Insure accurate ptrferasucc of 
weehinee mA related cqaipaest. 

T. maintains work schedule# reflecting progress of reports within the Branch . 

2. Train# parsosnel in wiring and operation cf equipment, all phases of 
eparmtlons id thin the Brunch, end relationship of the Branch to othar 
functions with the division and Agency. 
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fclAZtJaUff QT PONCTlUifc 
KACHItta i'0v&0H£6 LIVISIOS 
&ai*FUf COMTnOL ©«AhGH 


1. Initiates, prepares and distributes quentiistive and iwmataiy stock re- 
ports covering purchase orders, receipts , recuiaitions, Issues, stock 
levels, pries end inventory adjustments, balances of property itene on 
hand, in use, in transit, on loan, and forecasts of gross reouircasnts 
for ths supply Division, Logistics tffiesj Finance Division, Office of 
Comptroller} A edit offiesj and rtf • 

9* Establishes and maintains, V aeans of punched card files, control data 
far various stock records! is entirely responsible for determining ty 
mechanical methods the monetary value of gross requirements and line 
items In stock st domestic depots, in use, and in traasitj and la respon- 
sible for ths oval-all accuracy of all reports prepared by ths branch. 

3# Maintains, by punched card methods, descriptive stock nomenclature files 
far Feadquarters and Overseas use. 

It. Advises the Supply Division and ths finance Division in the establishment 
ef props sai nt schedules end job priorities to meet reporting deadlines. 

$. Maintains liaison with various branch heads and other officials of the 
Supply Division, Finance livisien, and Audit Offlse on matters pertaining 
to reporting requirements and changes, procedural revisions, source 
document discrepancies, codes, etc. 

6. Develops amt prepares detail machine operating procedure* for new pro- 
jects} makes necessary changes and improvement* to existing procedures. 

7« Insta lls adequate tacts and controls to Incurs accurate performance of 
machines and related equipment. 

8. maintains work schedule* reflecting progress of report* within the Branch. 

9, T wins personnel in wifing a* 8 operatic of equipment, all phases of 
ope rat ions within ths Brunch, and relationship of the Drench to other 
functions within the Division sad Agency. 
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S?ATa*;JT AT FUMCT IUi£> 
MAtMlAl h&oam MV IS IQS 
SPECIAL PRQJiCTS BKAfcCH 


1* Initiate#, prepares and distributes a large variety' of reports end records 
covering Prifttiag and Reproduction production and coats, security clear- 
ances, sssurity badges, personnel locator information, group hospitali- 
sation, cover* P.,1, oast titles* F« I*. personnel* and orientation. 

2 * Establishes and maintains Iff manual methods and by means of punch card 
flics* records and control data for various accounting and statistical 
activities* and Is responsible for the accuracy of thece record* and 
oontrols and for the over-all accuracy of all reports and records pre- 
pared fey the branch. 

3. advice* Printing and Reproduction I ivision. Logistics Gffioej R.C. Divi- 
sion and Liaison Staff* F 1 vision j fci*pl©y®e Serving Piviaioc, -.'er- 
aoancl Office} Special Security i ivision and rhysioal Security ivision, 
SesMcity Offlcej and i rlentation and briefing Division, office of rain- 
lag in the establishment of processing schedules and Job priorities to 
Mat reporting deadlines. 

it. Maintains liaison with various branch heads sad other officials of the 
Agency on natters pertaining to reporting requirements sac changes, pro- 
cedural revisions, source document discrepancies, codes, etc* 

$. Develops and prepares detail machine operating procedures for ne-s* pro- 
ject#} makes nsesfsa ry changes and Improvements to sxistine procedures. 

6 , Installs adequate testa and oontrols to insure accurate performance of 
each! nee sad related equipment, 

?. maintains work schedules reflecting progress of reports within the Branch. 

8, Train# personnel in wiring aw operation of equipment, ail phases of 
operations within the Branch, and relationship of the Branch to other 
functions within the Division and Agency* 
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E tAftMfcW' OF rosciiuis 

n*CUlh~ htoCOidJS* 1 IVISlOli 
i' NNi.ii BitAliCh 


Initiates, prepares ana distribute* personnel accounting reports cover- 

servile, twlO}«« ©ualifieetions, ataff amenta, oonsultanta, aeeurit^. 
Military personnel, draft elements, epplicent qualification®, tables 
of orgenisetlen, and position control. 

- -tsblishea and maintain#, by manual aethods and by means of punched eard 
files, control data for various types of personal eocountinf report. 

•nd ie responsible for the accuracy of these controls, the 
aceownUniffor personnel by types of actions, and the over-all secures? 
of all reports prepared by the branch. 

kvaluates all of a wide varied incoming j»ra^l source docu^te. 

eternise# and applies nsmertme codes necscserr for the production of a 
variety of personnel reperts by mechanical aetheds. 

Advisee the eraennel Office in the eetat>Uafca*nt cf processing schedules 
end job priorities to swat reporting deadline*. 

mtatatM torlc* Mmol. h^. ^d ote.r o f ncU i . of th. 

persenxwl Office on natter® pertaining to reporting requirement® »nc 
ehe^w! procedural revisions, source document discrepancies, cocas, etc. 

md pr^r.. op.r.tl« pro«dur^ ror n,v pro«.=to, 

Bieausury changes and improvement# to existing procedures. 

J Installs a des uate test# and patrols te insure accurate performance af 
7 * LebinOT mdVeUted eqtdpneat. 

, wslnUina work schedule# reflecting progress ©f report* within the Braneh. 

e r urnntinnl in wiring end operation of equipment, ell pb**© 8 ®« 

.n" r.ldtionsMp .f tM Mmoh to oto.r 

functions of the division *#4 ? i®W* 


U. 


5. 


6 . 
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mxtmm gp ytiWTic® 

MSfcfelSt HiCOftlS LXVISIO* 
m«OLL BMaHJK 


X. rsitistes, prepares and file tributes tin* and attendance reports ano pay- 
roil change notices, salary checks, statements of earnings and deduc- 
tions, withholding tax statements, and numerous p^rroll accounting re- 
ports sod raaerds covering payroll distribution, budget analysis, retlra- 
**®t, aisosXlaacous payroll deductions, individual earnings records, 
rasters, etc* for enplqrses end agents paid frees both vouchered. and un- 
vouofeered fords. 

t • isidbUshas and nc in tains, b| means of punched card files, control data 
for various p^rreil and related data, and is responsible for the accuracy 
of these controls, tbs balancing of current files to controls established 
out aide the branch, and the over-all accuracy of all reports prepared 
tp the branch. 

%• Advises the Isyroll Branshes, fiscal and finance Pi visions. In the eetab- 
H almost of processing schedules and Job priori tie® to *«et reporting 
deadlines. 

1*. Maintains liaison with various breach heads and other officials of the 
Fiscal an! Finance Divisions, on natters pertaining to reporting re- 
quifttseatfl and changes, prooodural revisions, source doomsst discre- 
pancies, codes, ete. 

S* Eevelopa and prepares detail xe chine operating procedures for new pre- 
jectsj aafcea necessary changer and lnproveaentc to existing procedures. 

6* Instills adequate tests and controls to insure accurate performance of 
machines acid related ecuipaant. 

7* Maintains work cchathiles reflecting progress of report# within the branch. 

8. trains personnel in wiring sad operation of equipment, all phase* of 
operations within the branch, and relationship of the "ranch to other 
functions within the Division and 'geney. 
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?e Memorandum • united states government 


Chief, Management Staff 


DATE: III Feb, 1955 


Chief, Budget Division 


Proposed T/o for Machine Records Division 


1. Reference is made to memorandum of 1 February 1955 to Chief, 
Management Staff from Assistant Director for Personnel, subject: 
"Organizational Study and Proposed Reclassifications - Machine 
Records Division." 

2. A review of the proposed T/o indicates the following reclassi- 
fications and upgradings approved, by the Assistant Director for 
Personnel 



Current Proposed / Increase or Downgradings 

Grade T/o T/O - Decrease Per Annum Cost or Upgradings 

GS-13 
12 
11 
9 
7 
5 
k 


3, If the above proposal is approved by the Deputy Director (Support) 
funds to cover the above promotions are available in the current allot- 
ment of the Machine Records Division. 




25X1 A9a 
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Office Memorandum • united states government 

TO ; Comptroller DATE: j 8 FEB 19S5 

from : Asst. Management Officer, DD/S Area 

subject: Reorganization of Machine Records Division, Office of the Comptroller 


1. The above reorganization 
Management Staff and forwarded to 
necessary T/O changes. 


has been authorized by the Chief , 
the Office of Personnel for the 

25X1 A9a 
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